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How to resolve Dual Participation Tests and not create duplicate clients. 

When adding a new client to KWIC, be sure to read the Dual Participation box if one pops up.  If the Potential 
Dual information on the left, in red box below, is in fact the person sitting in front of you, click the blue link and 
ignore the red asterisks.  By clicking the blue link and ignoring the red asterisks, staff will be able to transfer the 
client into their caseload or open the client’s record if the client happens to be in your clinic caseload.   
 
If, instead, staff selects a Resolution and types a note, to satisfy the red asterisks, and then clicks ok, a duplicate 
record will be created. Once a duplicate record is created it cannot be deleted. Please be sure to read the 
information in the Dual Participation box and select the correct action. 
 

  
 

In the example below, by clicking the blue link, the Transfer From In State Program window will open.  
Staff then type in the Caregiver Last Name and First Name, search for family group and transfer in the 
record from the other county. 
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Must Change Delivered Category BEFORE clicking complete a 30 Day Temporary Cert 
client 

There was a bug in the previous release of Client Services that did not allow staff to change the 
category of client who had a pending category.  This bug was fixed in release 41.  If a client brings in 
all their proofs, staff may Change Delivered Category during or after the certification.   
 
When a client does not have their proof of income, staff must change the client’s category prior to 
clicking Complete WIC Certification.   
 
For example, Jane Doe calls your clinic to report her end of pregnancy.  Staff ask if she is 
breastfeeding and Jane says she is.  After praising Jane for her choice to breastfeed, staff mark BF for 
Jane’s Post-Delivery category on the Record End of PG 
screen and makes a certification appointment for Jane. 
 
When Jane comes in for her appointment next week, staff 
clicks WIC Certification and starts the certification 
appointment.  Come to find out, Jane forgot her proof of 
income so staff clicks the Proof Pending checkbox on the 
Income screen and proceeds through the certification.  
During Jane’s certification, she reports that she has 
stopped breastfeeding.  At that point, when the 
certification has begun but is not yet finished, staff should 
close the WIC Certification Guide (so the only window open 
is Notices), click on Client from the top menu, select 
Change Delivered Category, and complete that screen.  
After successfully changing Jane’s delivered category to PP, 
re-open the WIC Certification guide and complete the 
certification. 
 
If staff finish the certification and then try to Change Delivered Category while a client is in a 30 Day 
Temporary Certification, KWIC will not allow it.  The Change Delivered Category is not allowed on a 
30 Day Temporary Certification.   
 

 

 

 


